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DISCRIMINATION PROHIBITED

Title VI of the Civil Rights Act of 1964 states: 'No person in the

‘United States shall, on the ground of race, color, or national ori-

gin, be excluded from participation in, be denied the benefits of,
or be subjected to discrimination under any program or activity re-
ceiving Federal financial assistance.”" Title IX of the Education
Amendments of 1972, Public Law 92- 318 states: '"No person in the
United States shall, on the basis of sex, be excluded from parti-
cipation in, be denled the benefits of, or be subjected to discri-
mination under any education program or activity receiving Federal
financial assistance." Therefore, career education projects
supported under Sections 402 and 406 of the Educational Amendments
of 1974, like every program or activity receiving financial assis- .
tance from the U. S. Department of Health, Education, and Welfare,

must be apérated in ccmpl;anﬁe with these laws.




PROJECT OVERVIEW

The overall plan for the development of Career Education in the state of
Hewaii was eonceived as the Hawaii Career Development Continuum Project. To
date the continuum consists of the following phases:

PHASE I (1972) ~ Development of a Continuum for (areer Development
K-12.

PHASE II (1972-73) - Development of Curriculum Guides K-12 and an
ETV series for grades 4-6.

PHASE III (1874~75) ~ Development of teacher education models and
training of teacher cadre, etc.

PHASE IV (1975-76) - Development of model and materials for counselors
and administrators.

As can be seen, Phage 1V was designated as the training component for adminis-
trators and counselors.

The initial segment of Phase IV was to develop a model to characterize the
training procedures. The next task was to collect and/or develop a set of"
materials for each module of the training program. The initial set of materials
is designed to present the administrators and counselors an opportuntty to
seriously examine Career Education and its impliecations for their institutional
roles. The balance.of the materials tend to focus on the various administrative
functions which affect implementation of Career Education.

The series of documents comprise the materiale for an in-service program
for a variety of administrative positions at the school and distriet level.
There is a certain flexibility since the materials are designed to be used as
a group inservice or a self-learning system.

Program Organization

There ave six (6) modules for administrators, four (4) for counselors in
the phase. The first tuo are comion while the balance are specific to either
counselors or administrators. The modules are:

Module I--Information

Module II--Orientation

Module III--Teacher Information and orientation for
Administrators

3.1 Identify Change Strategy

i




fodule IV--Plarming

4.1 Develop Plans for Curriculum Preparation and
Infusion

4.2 Plans for Resource AZZO%&ti&n

4.3 Plans for Scheduling

4.4 Plans for Community Involvement
Module V--Implementation

5.1 Supervision of Teaching

5.2 Curriculum Evaluation
Moduie VI--Evaluation of Career Education {Administrator)
Module VII--Develop and Implement Needs Assessment
Module VIII--Implementation

8.1 Preparation and Evaluation of Counselor
Haterial

g.2 Consultation to Sehool Personnel

8.3 Integration of Coordination of Sehool
and Commmity Resources -

Each module has a 8imilar format. A short introduction provides an
overview of the material to be covered, and a set of goals which are to be

addressed in the module. In the common modules a time frame and a deseription
of the materials are suggested for use with eaeh goal statement.

In the administrator and coumselor specifie modules a lesson format is

suggested, since the use of these materials may vary widely from situation to
gituation.

In addition, there are specific comments for use by a workshop facilitator,
instructor, ete., for those lessons where such teaching suggestions are appro-
priate. Several of the modules contain simulatione or other learning activities
to reinforce the appropriate goal statement. —

Eaeh module has supplementary readings which can be duplicated and handed
to the participants either prior to or during the workshop. When there is a
time frame for a module, the cstimated time has included a period for perusal
of the article during the workshop. If the materials are read in advance, the
time estimates should be adjusted accordingly. A bibliography is also attached
for those modules where it 1is appropriate.

6
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Again, it should be noted that this set of materials is a guide to training
administrators and counselors in the implementation of career education. It is
not a preseription which should be followed unwaveringly. Some modules may be
inappropriate for certain groups. It ie the responsibility of the workshop
faailitator to consider the individual differences within and between groups
and to gauge the presentations accordingly.

It should further be noted that this implementation program is based upon
the notion that there will be a time span between the end of one module and
the beginning of the next. Since the entire program would take twenty to —
thirty hours at a minimum, and given the workshop regulations of the Department
of Education, that would be a logical supposition.

v
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IMPLEMENTATION MODULE

Preparation and Evaluation of Counselor Materials

The counselor materials module for career education consists of suggested
readings and activities to assist the counselor to prepare and evaluate those
materials, procedures, and techniques that will aid with the implementation of
career education in our school system, The information presented is for the
general use of all involved with career education. The lessons are suggestions
and the counselor should feel free to modify these suggestions according to the
career education needs of the particular SC‘GDl

Current trends indicate that'counselors are becoming more involved and

- committed to career education throughout the nation. Counselors have found that
with a reorganization of priorities, with 2 reallocation of time, and with a
redefinition of counselor role and function, they have been zble to implement
career education programs and at the same time, fulfill their many other coun-
sellnﬁ respcns;bllltles Tbe inclusjﬁn and infL;iDﬂ DF career education inta
a teacher Df teacher:, an Dccupatlonﬂl and educatlonal speclallst and a
coordinator of community resources.

As a teacher of teachers, the counselor in career education is in a unique
position to cooperatively dévelap with other educators, materials, procedures
and techniques which will allow for the smooth 1ﬁfu51on of career "education into
the curriculum. As an occupational and educational specialist, the counselor
in career education can identify sources of occupat;onal and educatlcnai mate-
rlais and develcp criteria for assessment of these materiols.

1. Be prepared to utilize a range of materials, procedures, and
techniques that will SUCC&S%fUlly expedite the implementation
process of career education.

2. Be able to identify and assess sources of occupational and
educational materials.

ERIC

Aruitoxt provided by Eic:



ERIC

Aruitoxt provided by Eic:

ment to the prngrami TD Druwate this success tbe counselor w1th mu;tli
cgunsellng responsibilities and specifically tﬁose of teacher specialist, and
oordinator of career education, should assist in the 1mplementaticn process by:

1. Actlvely demonstrating commitment to career education.
2, Attendlng seminars, meetings, etc, with the admlnlstratlen.

3. Involving administrators, key faculty, lay persomnel, and
: students in the develcpment of a career education program in
-school.

4. - Inviting with admlnlstraticn other counselors, administraters,
faculty, parents, employers and students to seminars and
classes in career education,

5. Establishing with the aid of this cadre and the administrator
career education classes for all teachers, students, and lay
people.

, It is within these classes that counselors in career education will be able
to impart their knowledge of career education, to develop and/or share materials,

““procedures and techniques, and to sugmest: andfassess,o;cupaglonal and educa-
" tional materials. The infommation explosion has made it difficult for most

individuals to remain current. The process of identifying, utilizing, and
assessing materials, procedures, and techniques is one function of the profes-
sional IESPGHSlbllltlES of the counselor. Teachers, students, and administrators
in concert with counselors can become !mowledgeable in what has been- tradi-
tionally referred to as the ''tools' of ti:e counseling profession. —

- Pro ’Eratlon

- In the preparation of materials, counselors in career education always have

. available to them primary sources of occupational and educational information:
~the person in the work world and the employer. Information on careers can be
- gathered directly from the worker and employer by students through interviewing,

a technique which can be taught by counselors. Firsthand data can also be

- obtained . from field trips, on-the-job training, parttime and summer employment
,_experlenées, cooperative work programs, and various work-study projects. Furtler,
" training seminars, community resource workshops (job fairs, career days), and

schiool classes can utilize the worker and employer as valuabie resources by

: 1nv1t1np them as speakers, panelists, etc.

13
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‘n general cther sources of cccu:etional and educational information are
available through various povernuent and private apencies. A plethora of ‘
-materials can be ohtained from the federal EaVPrnpeﬂt through such agenc;es as
~the following:

1. Bureau of Labor Statistics

2. Mampower Administration Information Office

- 3.  U. S. Comission on Civil Scrvice
4, U. S. Department of Cormerce

5. U. S. Department of Labor

6. U. S. Department of LabDT—FFEﬂEE'S Bureau

At the state, county and local levels, career education 1n£orWﬂtlcn is also
offered by a variety of individuals and commmnity facilities. Examples are as
follows:

1. Counselors and schools

2. Personnel specialists (private and public)
53_ Business and industry |

4. Government agencies

5. Eeligiaus organizations

6. Hospitals

7. Juseums

8. Institutions of higher learning (public and private)

9. Libraries (public and special)

, 10. Trade associations

11. Unions
12, Professional associations
13. Employment agencies

Specifically, the following are Hawail community resources which can offer
. career education information:

1. Department of Personncl Services (State of Hawaii)
2. Denartment of Civil Service (City and County of Honolulu, etc.)
3. State Employment Office 14
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»Bepartment of Labor and Industrial Relations (State of lawaii)
Qépﬁrtméﬁt;éf Planning and Eécn@mi@ Development

Governor's Commission on 'anpower

State Pegulatory Apenc

Hawaii Employers Council

Career Infarﬁétiaﬁ Center of Fawaii

Chamber of Commerce

University of Hawaii Placement and Career Planning (ffice
Professional associations (examples)

a. Consulting Engineers Council of Howaiil

"h. Hawaii State Bar Association

c. - American Institute of Architects
d. Advertising Agencies of Hawaii
Industry (examples)
a. Hawaii Hotel Association
bix flawaii Visitors Bureau
14. Unions (examples)

a. AEL-CIO
b. Teamsters

.15, DBusiness

a. Mational Alliance of lusinessmen
b. Dank of Hawaii Department of Business Research

These and many other resources can be located through the Yellow Pages of the
Telephone Directory which will provide the organization's name, address, and
telephone number. }fost, if not all, of the occupational and professional groups
are listed.

In addition to the variety of resources, there is also a variety in the
types of occupational and educational materials produced by individuals,
publishers, private/public employers, professional organizations, etc. Examples
of the types of products/materinls are: <

1. Directories on occupations/employers/schools



?finted information (books, narphlets, journals, etc.)
Corputerized systems
- Careér games
Simulation kits
Microfilms
Films and filmstrips
Audio tapes, records
Audio-visual tapes
Slides

Workbooks

Packaged group procedures (example: Vocational Exploration
Groups--V.E.G.) R

Since it is rarely possible or even necessary for counselors to develop a

complete library of all ﬁété%iéis available, the following should be considered
basic essentials of a career education library: .

1. Occupational Cutlook Handhook (U. S. Department of Labor)

2.  Dictionary of Occupational Titles

3. Vocational Guidance Ouarterly (Mational Vocational Guidance
Association Journal)

4. - Local Directory of Community Resources (to be developed if not
’ available)

5. Guide to Occupations in Haweii (Hawaii Career Information Center)

6. Local and National Directories of Educa@ianal Institutions

In addition to having access to these materials, counselors themselves rust
© . be trained in the art and skill of counseling, consultation, and coordination.
..In the realri of counseling, professional counselors have been trained to enploy
- and select techniques which increase student learning and facilitate behavioral
- change where appropriate. These technicues can be applied whenever and wherever
.. necessary in the integration of career education information in the program.
- Examples of these techniques are:

‘1. Group Procedures
2. Interviewing
3. Role Playing 16

4. Discussion




"iSQ; ‘Eeménstration
o ‘ 6 _ -‘ Bfginsfamﬁﬁg
s Modeling

8

8. Fff tive Use of Resource-Persons

v_Ihen needed and appropriate to the career education program, these techniques
can be used not only by counselors, but also by students, teache's and other
mterested educators who can te trair.led and supervised by the counselors.

Evaluaﬁian

: mlmseicrs in evaluating career education materlalss should consider the
follcﬂvlngf }zene‘ral guidelines:

,1i ‘Occupational and educational information must be related to the
developmental needs of the consimer.

2. Occupational and educational information must be related to the
grade level of the consumer.

3. Occupational and educational information must be rclated to the
Gt present and future of the consumer.

4. COccupational and educational information must-be related to the
_local needs.

5. Occupational and educational information must be relatud to the
priorities defined bty the school.

Further, the heavy influx and wide variety of materials on the market has
made it crucial for counselors to assess the information in a systematic manner.
The Mational Vocational Guidance Association has attempted to introduce consis-
tency and standards in the evaluation process through its latest publication

- entitled Guidelines for the Preparation aud Evaluatmn of Career [ducation
~Media: Films, Filmstrips and Printed Materials (WGA, 1972).

However, it must be considered that while the information or material is
assessed or evaluated to have merit, the ultimate worth is whether the product
..is used by the student. Counselors in career education have observed that
" 'students do not actively or systematically seek occupational and educational
. i’nfcmati‘on. T'\E reasons for this behaviar need Further inw'stigation. How-

the materials be C:uITent. Aﬁﬂ 1m1ess the 1nfc:!r1ﬂat.mn is current students 1:111

~ not seek or use the materials. These two conditions, currency and utilization,
---are interdependent. '

Thus it seems reasonable to conclude that the purchase and evaluation of
- occupational and educational information materials represent a financial, time,
- @and energy investment. on the part of the school. It is important that (1) maﬁ-
. power is available to keep information current, and (2) the budget be sufficient
.~ to support current materials over a long period of time. Without these two
- considerations, the concept of a viahle Carcer Information Library is negated.

6 \-qﬁ;
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Activity 2

IKSK Deflne (what is it.), develop objectives (what, when and why do we

.. use it), implement (use it), and assess (measure it) each counseling
v tec}mlque.

l Group Pi@:edures

v 2 ‘ Intéwiewing

3. Role Playing

4. }'ﬁisc:ussicn

5. Demonstration

6. Drainstorming

. Modeling

. Effective Use of Resource Persons

19
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Activity 3

e

TASK: Using the MVGA Guidelines for the Preparation and Evaluation of Career
Information Media: Films, Filmstrins, and Printed liaterials, develop
an Occupational Information Lvaluation Checxlist for your school.




Develop or update the Career Information Library for your school.

21
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REVTEW AND<ANALYSIS OF SOURCES OF OCCUPATIONAL INFORMATION
S FOR CAREER EDUCATION#

by Kenneth D. Nills

Within the framework of the 1972 Mational Vocational Guidance Association
Eu1del;nes for the Preparation. and Evaluation of Career Information Media:

1lmstr1ﬁ5 anﬁ Prlnted Materlals Kenneth D. 1iills recommends the

o “fD11GWlng guldellnés which can be anplléd with minimal adaption to all types of
-~ materials.

~ Content

The following categories should be included in geod occupational information
and answer the majority of questions as suggested.

1. Job Duties: This should include a sirmle clear staterent of the
activities in which the worker enpages on the job,

a. What does the worker do?

b. Yhat physical activities are required, e.g., manipulating,
lifting, climbing, ctooping, crouchlng, kneeling, etc.”?

c. What kind of decisions does he need to make? C

d. Does he work primarily with people, data or things?

2. Vorking Conditions: A realistic portrayal of the actual work
setting 1s invaluable and absolutely necessary.

P a. Vvhat are the physical surroundings? :

ey : b. What unusual conditions exist, e.g., temperatures, noise

o level, humidity, fumes, dust, odors, indoors or DutdQDr5¢

c. What relat;@n does one EaVD with other workers: proximity,
isolation, verbal commmication, etc.?

d. What type of equipment is used?

3. Qualifications: This statement should include very specific
details of all the data a patent1?1 -orker needs to know in
order to enter this occupation, and &y quulrements ‘beyond
the entry-level skill and training.

a. What skills are required?
b. Vhat are the ninirum entry requireients?
c. Vhat are the preferred entry requi'uments?

i+ d. Vhat level of training is reauired, e.p., degrees,
certification, licensing, etc.?

‘ e. UWhat are the pby51cal requirements?
f. What examlnatlans are required, e.g., written, physical?
*ERIC, 1973 '
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. What are the membership roguirements, €.%.; union,
professional, associations, etc.?

h. That special personal reguirements are there, €.8.,

observational skills, ability to corcentrate, etc.?

U

Job Satisfactions: Because vaiues play such a key role in career

Jocision-making, a clear understanding in this area is vital.

a. What is the wage rate and wage supplement?

b. What type of responsibility is required?

c. How does this job relate to other jobs with which he will .
becoming into contact, €.7., income, suvervision, shared

7 responsibility, etc.?

d. What are the advancement opportunities?

e. What are the requirements for advancement?

Long-Range Outlook: With the jobh progression or movement from

job to job, changing from the ladder’” toe "lattice' concept,

the opportunity for intra-job movement or inter-job ‘movenent

within a job family becomes more crucial.

Yhat is the location of the hiring establishment?

Yhat type and size of establishment is it?

what is the future of the immediate industry of which this
job is a part? )
ithat technolozical changes are expected that will affect
the job?

tiow will population growth affect this position?

. How will the economic situation affect this position?
what are the anticipated job requirement changes?

What is the promotional pattern?

What are the related opportunities for alternate careers?
. ¥hat processes will lead to these alternatives?

e Bl

ja

e 00 Hh @

Current Labcr_ﬂarket Situation: For the student who is moving
into the‘SpeCiallzatisn"sﬁaQE'Qf his training, and for the job
searcher, this information has to be accurate and current,

a. How many cpenings arc there now?

b. Uhere are these openings, @.g., local, state, regional, Or
national?

c. What are the predicted openings for the next month, sixX
months, one year, three years, or five years?

Other Information: In this area, appropriate supplemental
materials should be identified.

a. Vhat supplemental materials are identified (books, pamphlets,
journals, monographs, films, etc.)? e

b. ¥hat schools and agencies provide training and opportunities
where relevant?

c. What on-the-job, cooperative work experience, work study,
part-time employment, etc., are available? 7

d. What financial aids are available during the training period?

1
24
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The occupational information may be most accurate and detailed, but unless

it is.presented in an attractive, interesting way, all the effort will he of

- -little value. Cccupational information must be usable by and accessible to

‘persons of varylnﬁ_abllity and experience, causing the style and format to be

- .of utmost importance. Some EOBElGETEtlDDS fccus;ng on this aspect of occupa-
~tional information follow.

1. Readability: The information should be as free as possible of
technical termlnclaﬁy or 50n515t1cated lanpurage, so it will not
lose the portion of the audience having the greategt need.

a. lhat level are you seeking to serve, e. gy elenﬁrtg?yg
JuﬂiOf high, high schcol, college, ?eneral public, etc.?

b. What is the reading 1evpl of the material?

c. Is technical jarpon defined and clarified?

d. Is the information concise and to the point?

Usability: !Motivation is critical and a basic concern in the
historical lack of occupational information utilization.

a. Is the material relevant to the 1ﬁtended apge or educational
level?

b -.Is the material attractive to the intended audience?
" Are the illustrations related to the theme?

d! Is the content well organized and carefully edited?

e. DG thé 111u5tr&t19n5 and cantent reflect an unbiased

3. Accuracy and Currency: This factor seéems almost unnecessary to
mentiorn, but has often been overlooked.

. Are the occupations depicted fairly and correctly?
. WWhat is the publication date (in the case of books
consider the first copyright date)?

o

c: Are the photograpis and illustrations dated by styles?

d. Is there a regular updating procedure (IWGA recormends
every two years as a ﬂlfi.,y‘?

e. Is this information true of the local, zeunty; state,

regional, or national scene?

Biases

This are pertains to authorship and sponsorship in selecting occupational
1nfcrm§t10n. T

1. Vho collected the data?
2. Vhy was the data collected?

3. How was it accomplished? 25




A GUIDE TO THE RIVELOPIENT CF A COAMMUNITY PESCURCE
DIPECTORY IN CAREER EDUCATICN#*

by Robert E. Norton

- The steps in developing a commmity resource directory as suggested by
Robert E. Nortion are presented topically. A narrative explanation of how each
step should be conducted has not been included. Rather it becores the respon-
- -sibility of the counselor in career education and/or the person in charge of -
~ the Career Information Library with all the aveilable resource persons to

. determine how each step should bé conducted to satisfy local needs and school

- priorities. The steps are as follows:

1. Determine the geographic area to be included.

2. Prepare a map of the area.

3. Detemmine the kinds of resources to be included in the directory.

4, Identify names, addresses, and telephone numbers of persons
representing the desired resources.

5. Determine the manmer in which information needed will be
gathered.

6. Prepare survey instruments appropriate to each group.
7. Collect information for the directory.
8. Code and classify the information.

9. Compile and publish the directory or update an existing directory.

*Center for Vocational [ducation, 1974.




VWHAT:
‘WHY:

VHERE:
WHO:

WHEN:
HOW :

GUIDELINES FOR TI'E DEVELOPHENT OF A CARIER
INFORFATIO! LIBRARY
Develop a statement of goals and objectives.

Develop a statement of national and local career education
needs.

Locate the library to provide for maximum and easy accessibility
to students, faculty, and cuunselors.

Delegate the responsibility for development and maintenance of
the library to the counselor in carecer education or a puidance
teacher to he assisted by students or other aides.
Implementation shoui: be immediate.

Seek a puarantee 'of lorg-term fiscal funding.

Prepare a career education needs assessment.

Establish criteria for the ecouisition of career cducation
materials.

Prepare a community resource directory.

Establish an up-to-date standardized classification storage

or filing system.

Involve students, teachers, administrators, parents, employers,
other community members, and school library personnel in the
develorment.

Establish an onmoing schedule for v ° ing of career information.
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